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LaJ QA qLaXUA (JJJjdll lift (JA fl^jjVI d*J 

jjj* “ m "^i.. ‘ " " fi^ASu/i ■ 

,<>a±f/^ Je CiIjjjLj JjjLj a 

.<_yelH SIjLaa M 
'AJLaIj (_yalll (joi ■ 

jjjaH Jill «y / j l. ia - »//.»/, i djt j a 

, < Ju tail I j £jaaa 1I flJiSuil a 

'JiLjyi j uJaj a 

, Jmjia 4-JjLxa a 

'J±L -- 4&Lh a 



djl jU*Jlj djl a\*\\\ 4 L j AlLulA ^)J3U (jl djA jl J 3^ J^ 

Jii Ajjj dlji d iqdn^l J Jj 3 3® Alc-Liia J AjLdilj d L g3 A3 Lg .iVn^ dji j3 j 3^ J^ J' 

l^_9 V Ug^aC* ?2 4-^-Sj-all 3 ^ ^3 SA^^,^A^ djl-G^*-^ 

l^iijoLiij dj UVn^H eL&l ^gic- dlAc-ldi 3 ^ djl JiaII 3 ^ djA*_ll ^ ^aL Microsoft® Word 
AlLm a ^k 3 ^* ■^' ,| " u * i<q ^ i_yAi ^k 1 g d j djU Jlj dll ^dL Ia^ . aj 3 (_£lil J^jdlL 



ji (_paJ^)C. Jadj 4_i*_^J 3. Ul '‘"^ dj ll^- 0 3 J.^' 1 ^ jl ft (Jjj^)A11 11a ^9 d» Ys C fl^jaij 

diiVj .AiaAJj ^j-aldJl Jndll ^)JJ3LJ 4_iift dLaLd 3^ ^ da9 t JjLg J-tnj jl l3Lj.uA 

dLftld s-UjI 1 g dud jl £-da -5* (3° (_£3^ djldl£ 4 j 1 jl (_yai Jlj 3) llllc. ^lldi 

.Igd-udj djl i‘iK\l J (__)-iai]l (j-£^d 4 qV'rN a L_liiLail 11 a f^k ^i*JJ C_fl jj-u9 cLg AiLua-G 

4 \kf\ ^Ldluj c3f^ Lg <ildaVl-Jj ,<alidG djlAlLouG 3 ^ ^ ix^al j ^j-dll ^cjud 4J^)diLoij 

_^j-saill SllL^-G (J^ld 3 *g cJ^-d 

Brochure 03 < ^, ^^1 ^dldl ^l. w'u^ l J) ^UdLai t^jdl 11 a ^ djl^l^d^l Jl 
c^° Practice Jdb ^j^.jdl Part III ■^y^W Jdld Lesson03 ^y^W Jdb 
^ *^j .Computer Fundamentals djUjl^ 3 >da djll! ^ jlll 

_a^g1jl] 1 djU.^ll Contoso Ltd Cy* Loddl dA-G-idl! 3 ^ aILuiaII 11a ^Ldj] 

^ j "v \ 1 Ainflll ^ < 1 1' <ll < [ | <\ L a\ 1 ^ A^Aidl^ ^ \ i n < <l l ^ ^j^adl ^_i_ui_u AjjjuaaSI IjlA ^ ^ ^ a l 

‘Logo 03 j Memorandum 03 ^ j^ll 11a ^ <_j-=>-d' Jiij 

.Brochure 03 j?-j^l ‘ “'~>:' l ^ <L^»h ^j£Lu (j-=ull Jc. c$J^ <— ilaLall o^a jl 
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JjAwAj AjIjJVI JajjAu f\ 



3 *° aja*JI ^Ia^ILujIj Word ^-g ^3 ^3 (^j-aill 3 ^ ^).V. 9 ' S ^ ^ 3 l. v* ls^ 

^Ja* <g AiL^lali n ^jjajjj n CIjIjAVI JaJ^)Au ^IaAJLujI _jy 9 ) t4 r\“^,g11 

^l]| ^j| j<i]|j 3 1 3)^ (j-o AjAxJI LS~^“ "J^" -laJ_jjuj LS^* 

A. \ 1 j ^ \ \ 1 1 1 n V\ < ^\ ft ^ j ^ a 4fli ^ A Ai ill j ^\\m \ ^ ^ \ \ i (.**<! i .) 1 ^\ 1 *\^*w .' 1 i -^\ a j 

iill ^>~n ~\. j i^ JaaJlj ^ilxuallllj a^) i» x^ill i A-LL3 ia j)Ja^li j ^)iaJ^)3«Jl 

m && l )*~* ^ 3_^_9 

£J^j-g 11 c^jjAjll ^gJj ^jLuull 3® 6 C5^ "ci> /r " JaJ^jui ^)LaiJ ^gic. SA^a^all 

_^gJl!i]i ^g. ~\)>.s-i jiill ^xuj^)]I ^3 ^-Aa^a La£ ", jaA-Il ^-» ’ 1 £j^a]lj ", "Ja^jll 11 

JjLilluj^ m A A-y ^k j JaaJl ■ a_ujl cdliSj UlLa. ^A^A-loaII JaAlIl ^aj_ul Cj1ju^)a]I oAA c^ll 

^jAaj ^^Ac. xiiVI ( 3 ^ 3^1 (.o-jAl! lAA ^3 Ul^.V JaLajVl (jC. i**u-W\l 

_djl_jjl2^]| ^jljii l djl*j^Aj| ^lis ^aluj CjIxj^aII 



a 


Microsoft Word- Documental- 


wUAJ'JIWw^l | 


uU*Uj jILJ Jjj^ Gljoi jljjj J»jt Alj x 


:0tf HSBuHiSy 1 ^6^ ■ 


&ffln®ii|l]® n »*-@. 


4 <S^ T Times New Roman * If* ^ 


- * / u ESgB ii* ES EIS® □’£• 1’. 0. 



Jaj^j_Ai ^ ^ \t~- AA^aII ^ '\ 1 j jju .3 *x. \ 1 L-* A. \ 1 -k ^ \ 1 4 ^ i .' *\ a ^ \ ^ \ ^ 

^)-ajll ^.1^^.! CajI£ I j] Jai3- M Ja^Jl ”■ la -^11” ^-"^3^" CjljAVi 

3^lA J-v^k \\ fi~\ ~\ ji Jaadi ]a«G ) ji JaaJl C illia.1 IaI LgI _ A^.lj JaaJl ***• j Ja^. AljlA AAa^all 

JaJ^)Au "JaaJl Ja^'i M j "JaaJl ClaljtJ^A]l ^Jaj i A.W^ll ^)-aj]l 

^Jaj il^)Jaxtt-G jl 3jl-dl ji (jiaJ^)aJl JaaJlj JAa-all (j-aall 3.. u,ri '^ JS lilj ."j^" 

(JaUaliJj ,, 3.,u,-n M diljA^l JaJ^A 

a!\ j] CliAjl IaJ ^JHaH (JjfuJ ^ 1c. " t _3f ui ^ n JaJ^)jjj aIa^JjjjI 1 l>ijl 

Ajj-uI" cjj^ _ - )^ 3 ^ U - ^ AAaA 3 ^ J& (J^ d)^ 3.. u,u ~^" 1 



("^ 3 uaVV ^-gjIaII tj^) "3 • ‘ "'''^ 1 s^iu£ M ^al g a\\ c- 3 ^ tAliuLG ^Uii! tcilifLajj 

^I^gII ^3^' .Aj 4_k-al_^Jl JaaJl JaaJl (Jxg tAAa-31 ^-ajll 3.. u ^ 

^IgJ Lg£ ~*k Aii»Q jl 3..' ‘ 11 ^ jl AAa-<xll ^<aill 3.. u ^ L^ a -^) c ' 

AjjILg c $ \Vn < gj ^liilljj 3 ,u^.n.H ^jjjLujI ^gJc. ^j-ajll AjAr^Iil ,, 3 j-ut^ul a) 2 ' *- ^*>^" ^I^.a 1 I f' 3 ^ ^^AVu-ol 
.AIL-o-gI! 3 ^ LS^ ^AalLuAll 3 .u.unL AAa-all (j-aill 3 .)*^'^ 




AjIj^VI AiajAii aA^AlA 

^tJjjr-Au]! C. fll'qj) j (Jjjr-Aull (jjj (JjAjjII 
3 All AjC. <a*AI (Jjiujjj <j] (_^l 
d^A (Jji-uij L_fllaj) ^jjj .U jj 
Sj-a L>^ L 3 J^ *Ac. 4 -ttjaJ! 
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jl k^Jlj ^ajll (J- ^ t "Jk ■ ajj" dll^VI ^A^JLulLuj l^lAI ^a 

^ V- 2_ C4i. C-A -T~'iq1 - ■ - •''' - 4 , A ^ \1 T . Ai ^ ■ ' I ^A^JLulLuJ AS . J A •'■ jl 

aj La ki. JJJ*J *■ 0 ^ J " -k^jA 



."jua" jjlt jji jijl ‘"^Ua" CjIjjVI k>S ^ 1 

."jua" jljkl £}J* j&k 

•ikk CUM\ J)-®^) (_33^ "cs^ ^-4.^.:" .4 ^yAkl 4JL44U ,-4,.AI ^)ijl 2 

tjis Ja\ ^ ‘Unlimited Potential -^k^l J=d- i> Computer Fundamentals 
.Lesson03 kxAl £ Part III -Ask' £ ‘Practice kk' jjs kj-\> 

."jua" jlj^JI j* ^ Lesson03 ■ ’kk t kjjl^ j^ki 

."jua" jjll jja jiil j>j ^Brochure 03 ‘-*1*11 l> 3 
.Word gki ji Brochure 03 klkl j^kj "<^" J jkl fn 

.Contoso, Ltd. JA^xit <kA ‘jljj*JI jk- a* 4 

/'(JjLa" "cF a ^ J ) C ' -‘^k" (3^ t"(j.U4.»" Lljlj^Vl kj^)a4 ^Ac 5 

.Ukaj J^jC ki*4 ^jl_jj*Jl 



_lA4JJ4a4 ^iil ^jl_jj*JI 4S-Luj ^uk^tl kjJ)4 6 

."jkk 1 L33^ ^>ajl ‘"^.Ua.jj" CjIjJVI -k^aai ^Ac 7 

.jlla (_^i Jiil 8 

_ ^jjj^jkaaaa ^JU^ajl 4S-Luj 4l4*4ak j 1.-J444 ^yrv.lt 4*4 fl 



^jjxj ^A c. ij4^^.^<ail .iV-U-kl 4,<k 14 ^ 4J4aaj]| <akl4 (_33^ ktk l^jii ^j&A 



. .iV-U-kl i_kl4 lksa.4 JalSlb j^iaj 



^.W'nuj ckA^. Yuma c-Loul N 'V- 

JaiJI Ia*j Word 
ja^j Times New Roman 

(J^Iajj 4_iaaj 2 

^3 (j-o 72/1 

(_^9 ^jjjAxii 4_laaj 1 2 



^ J ‘ ^ . »^\ i 

.Jrajt.aJa..! AW .a\' LS^ 

iJiLalljj .ctrl+B ^c- j<>> a 

(JjLo Its ) Ah<'l ^ualll AjIj£ 

.Ctrl+I 



^ 'It . i'*' 1 * 4 > ^ . .'\ l f *| J l—>‘' l-^U ^ /\ ' 

.Ctrl + U Azi^ku 44=^> ^K»j 





JJJ-LL&£]! l1)L±ujLuj) 
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."JaaJl" (j-aLiJl (JiuibU CjI jjVl Jaj^l ^C. 1 Q 

Tj? AGA Arabesque Desktop |M"j^ j= -*• 

^ Aharoni nTlH 1JHN 
(T AkhbarMT j_xj I 

ft 1 Andalus i=-V»l 

Tj? AjigianaNew 
T|? AngianaUPC 

Arabic T ransparent J cA Jl^j) 

1 ? Arial 

T Arial Black 

'l? Arial Narrow 
1? Arial Unicode MS 

ft Batang z\ 

.Arabic Transparent jja A' j ‘ ^ jl tit tJi^V ^ 11 
.Arabic T ransparent -^i A! u- 2 ^' jAAj 

^-Ic. j "1-a-s.li w ual^-ll Sa^-ubU JjB jiil CjIjjVI AiJ-i 12 

.(12 ^ jl' u^t 

k ' I - 1 -n. -■. 1 ■ j ■ k - 

- 

'9 _ 

10 - 

tl 

IB 

14 

16 

18 

20 

22 

24 

26 _L 

. 1 1 -kkJt ijjs jiil 1 3 

.Jalij 1 1 t J». *.>-»' Jak ^aAJ AWa. 11 (J-Sllll ^aJJ 

■U^ 14 

. IaWa (j-ajll Au ^aJ 



4-ajtfII ^ ^UjAaII JaUftl O' -^V 

AjolLol (_glc. "JaaJl" 

JaLftjV' (jc- <• a Vi Vi AS dLO 
.J^l lAA 4_Ja jjjuaII 



4 a.nA'u,'a\I Ja jliA \l t'‘vlV J 

.}jaaj Ac. "- laVll" AajIs]I Vjl 



ia jJaVll IVil *■ _ j* 

.6^)3 jIaII 



^LSjSM "JaaJl ^7- V A-Ajla.ll j 
(|jl& til'll ^ aU 0^ J (J-gL^ILj 
La j^a CjIcLjJ>j Ja jl-'All uWi 

AjI^ O'® A-laa'i c_L_tai 

^v> V £J^a 1I j_gi t— I jU^aI' iaVll ^ ^ ^ 

.( 10 ’ 5 ‘^ o^j) "-^' 
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nil (jc. t_Luj£ M _j^jl i"(3^ ui ^ n 4-ajliul £y* 1 5 



.AW.aH (j-aill (J^u-u'n "j^udlill £jc- L _aJu£ M ^lg.,all £.3^ 



CZortto jrJL***^ 4£±Jf 



• E3 

:J^JI 

Times New (X^A?I_>jc 9I) 
Roman 
cLkaiiJ ^ ^ 

^9 ■ ■ ■ I 

J-TLo 



: 1 1=^ i . c iq q_»_» - t s2JI Q-^JUI .laj> 

Arabic Transparent 
q t^oi ’i ^ 

N9 ■ ■ ■ I 
J-?Lo 

: q_^JU I 

o_a_»j»s2JI (Lq&^-C-j d-^^sUI) 

y^OLO 

^LV9_)I ^>4SjVI 




OljL»» 



I J ^ n □ 

Jl OLo\Lc. ■3-91? jLg_t.J □ 



£J^)-a (Jxa ^^^Vl ^)l_^Jl djlxj^)-a d jUaljJ^I dll.S^j l3fc ^Ig.^all £. 3 ?^ dj lULnll -Ia^.V 

."S J^a" J jaJl "J^L" jl jpJl 

(Jj 3 jbl t ,l ^j ; ujmll 3° i ^l^-all ^3^ cs^ 16 

(jfr lui 1 ill J9C. L Lu£ ^l^all (jj^C'l ^aJJ 

."^b W >1 <VkLa" A-dUll 1 7 

."fJj JaS^" jljrbl £_)^a 

jajl t"jj^a Brochure 03" -^-j £ 18 

.Ajluo-all Jaiaj Word 0-ab^_)j 
eL5 iUll ^jj^)-aliil *LalA^lmV lA.jIii-a L_flLall Ia^j iad^.1 
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ij& J 



JLa t'^UAin" djIjAVt laj^jAu (_5-^ c ' ^jjc- ^fuiiill CjIjjjIjj CjIajuj (J^uJaj i^ll^AJ 

IjlA J£j "ejut >*o L_ijJ"j "lak. 4 Jajoi jjj"j "(j^akki*" j H £9 j^a h 

CIjIauj ^jjjkj ("Jak” _jl ^aJI ^lAkkujl Ale. tiillkaj Ia£ /’Jak" £J^)a (J^-^ (j-a 

^jaj ^ic. 1 g 3-nJaJ oA.W a! 1 dlLojaill (_ja A l \C- (jk a^)C. cilllSj ^3 SAAxIIa 

jl (JUaA (j-a-1 (Jja 4_k-alkJl dll^)Jjl!ill laaS "Jak" £J^)A (J^k. (jA A^.Ha]| <_£^)kVl CliL<uaill 

(j-aull <> — i^k^A 



(_jaj A y^iY) aI^)a]I ^j-akli AjAkj *■ . l>J ("Jak" ^j! £J ^>a ^lAklLoiV 
la-lm ^Ulbj ."j.U'in" AajIUI <_ja ", Jak” (j^3 ^jkll 4(j-ajll 4jl!ilk c-Aj (JjS jl /’Jak" (j^3 
S ja bj . uaUJ (jl ^gil "Jak" £J^)a ^3 AjAA^. (_£A ll Jja-uolillj (_jAlkilj AS ikj (_£a! 1I (j-alll 

■ L$J^ 




Al (Jkj Aj^ljAx!i]l $1 \k jk-oj 
^3 Ajjja JaAJl AjIajoi ^ •> 
^al'iV'nn' Aljk-«Jj /'Jfi.V _jl £J ^a 
( jkSI (JkAill "A-ljla-fl 11 

. A'i'i.,'/ I ll Aj^jAxjII Aj jg liuu 
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AaL rt<a ^ (j*aj Si jla-a 

.A jj£j ^jll (j-aill ^gic- aLL^-a si jl -\a\\ ^Ia^IuiI ^jj c^g-Jal^iiaVl lla j 

CljL<uja]l ^1 .^ VhaiI c^ilj .0*&\ 4^i.M -v ^ ^aill ^jl lj& ^ \x \ j 

< =\_lxiujjj ^!i (_£j]l ^l^pl ^jaj .c^^l <sl M -v a\ Jax^ jl ^Luull ^il aljl^-a jl 

jLaLill ^gj] Ajljl_^-0 CIlgJ (^j]| (_jAOlll ^l^p] ^JJ (JA^. (P jLuuSj ^ujjVIj (jAtoualgJ 1 

^jajVI (jAJuLalgJI (JJJ AaILLII A^LuiaII Ja ju^a-all ^alll ^LoJ LgAAJ t^xujVl P^ 

AaIIaII ^)1^J_)V1 .1^.1 cj-J^ _>sjl ^ tS^aall i P ^JSja p ^gi Jftjl tS ^ ja Sj 93 Si jl - va! .^joijVIj 

_ ,, ju‘,n M djIj^Vl -laJjjai p. C. 

^ &L V tArial h ▼ Arial *10 - |J| - B I U 1= if ilj H * z\ ft ~ E] T ^ T ^ ’” T 

SJjilLall djljl_l*_ll jl <. SI^)^Vl £a (JjaiSj aIaI^II djl jjali £a Si jl ‘VaII jljji ^ 

d^9 _SljLiA A_ji (J^nlaj (Ja 9 Sjiiall d-^l^ (.JaI^IIj ^-aill Aj.W’i ^gil ^l~Wi V c^lji la^kV j m A \a~n11 
e Sj9i]| (J^,b lP* P AJakj £_Jajl jfil 11 jA AaI] ^-Liaj La 

~ S 1 jl •vaII CjLajui] A ql'I's a!1 AjujVI ^-JjjVl (_gjLill is ^xuj^)]I ^jiajxJj 

< ^ I "AiUaij" jjJI i/jj^ ^ujj Microsoft Internet Explorer ^ d 

Lo£ . tjj l .-> q i --. jl , 'i > .o I j^jj 4-vl^l /jjj C^j^jAjVi _jJjb»-<j jSLl* iLc J ^)9 jj CjUj^ill a jt4 qI ‘- 1 ’ 

(Ij^xI CjllnlaJ ,^ic- ,>^19123 J o-a^9jl jJ9jJ ^lc' "jjjjSiJl" ^ 4jjjxjl flii cJUaj 

^ jIuia jjialiijl ^J (jl C i)-\ CLij JiSyi ^c-^1 4i*l£ aLk2ijJ ( >5 lc- jjf^)S3l (j-o V*iJ icJjJa9lj 

6^4 

"AiUaiJ" g-al jjII Microsoft Internet Explorer d 

La£ ^jUjj jl Ax-al ^_jJ ^xLaJl (jjJ CjjjjjV I j^yU-J I ^^Li-a LiC J j 9 jj CjUjLJII dA 4 d *■" t ^"il ^n)Vi 

CjAxI <,' iUjiVi AjUS t^iC' ^jliUa jjS^)j3 2_«ljjJl Aj^ajill jJ9jJ ^i> "(jJjSjll" ^ Aj eA 4 d**J 

1^ jUuix, J .-<1 q-v ' ^Jj ^ Jl jUjuJ lAjjj (jl ‘- t ~ 'J-v dlj jijV I jJjU«_<, ^aC Jj Ai«l£ "^il Jp v LuiJ I (j-« V A) i (_L*a9l J 

_ ^-cl^lll oA 4 

^ j-l jJi jt^u3 Microsoft Internet Explorer <& 3 

Li£* § Ji.-^ii ^ ^-olj jj jl Jj-a) (dj J cxlxjl (j jJ Ajj jiijV I ^jjLucj l^uilxa iLc J ^)9 jj iLilj ji^ «-.1l oA4 jji i. 1 ' n-a k^jtlulaj 
tlsAxI CjllnlaJ AjIjS» 1 c- ^jllUa ^jj?i.ii J o-a j )ill J^JJ "(jjjSjll" (^9 Ajjj^Jl o A4 dcju 

(_g jOui^ (jAaliajl ^J ^JjOuj Aijj d ^ CjjjojV I ^>il ALLS ^-*1^ ftl-uijj jj^i V>iJ 

, o A4 

<^j 3 I cjUjUI "ijL^LhJ" j-ljJI Microsoft Internet Explorer d 

LS _ d-aila £t_-Ai^)J jliuaJ (dJ AxtxJl j jiJ dii jliV I jjjlst-J I^uiLl* LoC-J ^)9jj CjU i_^<jI o AA d L ” V"*- 1 
C_iAxi (,' ll^n)^ AjIjS ( >^jliUa J u-a^)3jl jj 9 j j "(jjjSiJl" (^9 Ajjj^jI oA4 iJUaj 

(jAatiajl c^Uj (jl ^ n-k (Ajj^jVI AialS ^-*1^ *1-^] (d^ - (j^ V t(JjAa 9lj 

flA4 

.i^ms-LU ^Laull (_5^1j d.1 ^ ' (^1 Ajl jl ~*k A j (_j^> til Ja Jxu^Aj ^aj)Vl XAl C5^ 

. Contoso , Ltd. JL^l ‘Jj^l u'j^' 1 

/'JaAi-ujA 11 CJ-3^ c II (^.)aa> VV djljjVl -laj^xi 2 

..^Vua^H Jaa-oj ^gij ^)3axjj dl^rajj 

S J^' LS* iP^ ^ ip 



Aix9 c^uaill CjLojoi (JLxJI jA> La£ 
XJAX SlALxx (aJJ tolji a oil Loj-u d)*-uU 
(jaaaJl cillj (j« <j^il ^uajj-aJl 
oAA JjsujU L_fllL1 ^aJJ (jl ^1 lAc.L-a9 

_A-Ojal]| 
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jLaJt J\ SliUV' jjll jja jijt CjljjVl -kj>i ^ 4 

Contoso, Ltd. tJLJil 

4-oUl oLLLJl (jJajtf=-oil (jjjl minimi £-o=>J Jlio ^jJa jJ (_)iajxJ 1 ^ ♦ ^Ic. COfltOS , Ltd. ( ' tiitnil-J 

■<xaD Ajad^j 4j^JI ^gJc- Jj^j ^jSI LaLJI cJloc-VI I L >»« t_lj->- r-lj# I cJdiLuj o LaoT^f I c ' n-k < Aij jil ^ 

OIJ^J 

Aij < I Jjj^. (_3 mii 4.) I 111 lb cs-o-^J J-p d>l-L Ljlc.lA=Af I .1 Vn. Jg-i cK o* tPLil * LlXjJI (Idle- 1 Xl->^ I dttxJJ 

(Jmj J l i-- i'i.k'i/. -L.i-iij 4 1 1 ■--. i ----- i 1 1 djl |l_^_*jjj L JajC- j 4 i ii ni V-jjl jLc-'if 6 ^ j u .--,1 4, -J ^qj r. I ■ ^-r .~'J. f i LoJ JaJ |_ g“‘ii l I j& >»'tt 

. ^ LoJzAf I <_a jii/i 

■I i -j ^>lc- | i -. I ■ .--/T’ - j I i_Jxi (_)ljjj lliljii 4 j ‘ ---.-- Ill il t ' tl aM - K 41 j| n/ini l f ' ’ll .i.V^ 1^1 . Yj I fjJAjI J )a_'Jj 4—, ^ >j .-, 4 i 1 

LjLa.fe.Jl (J^o (_Jj JXcJ J •> .nil jl Lila ^Sl lL_jl_J [_£, jlni ]l J JL» J £_i^ I ^ ^T- ®/o A ♦ ^ k"v M ‘ .-v l ^>LJ ■] ‘ >w Il Lj^)l in<-i 

(_£ I (ja L_)Lo jLoJ (jxi JJ^o Cs ic- L.I t i Ja . "(jJ^jLubo «■ LkfeC- f" I e I k .--T- i I 4aL^ }_J . LoLJl t'llaM- K 4 ljl ufeillV I 

J 303-555-0120 f^jll I^j (Jj^j^I .oujjjil Jji cjjL < ojimib c_L-^jI ljU (_>o jjJxJS 

. someone@example.com ^jiii j ^ 

Contoso, Ltd. 

(jij Mi i^l.i 4QI- i.-ii ^Jl ■ ^ t^f 1 1 ' tl 4 1 /i i f-i i 4 -oLJII f_il^:L-.J Lil -?■ *~ | 4 U ni i ' tl w )da jjj Lfejl Contoso, Ltd. ^ La£ 

(jl^ 4aa 1 4 ^1 A ^.i .-. ( ' il <rk'i-> ^ jaJ 4 1-. i^il LjI-L ^_) uiSl j djLoC-^f I tlll£^u)j ( ' ll inm^Ll (_)^ 4&ife^o I j 

oJur^iil 4 V.~ )f I 1 ljj^)-o 4Lb=J LjI_u£Lo(_>o it JJ e-Lliil^l 4il£(jp (jHc-^flj LaLJl CllULLJ (jL-aO ^ (JjjL ^ Id 4<j.nK 

( . LiLLo^j JJ jLLq^J ^-ol JJ LdlajlWl ^1 V 

/'(jajull SljL^a" l 3 J^ 5 

/'Jaiua" ^3^ (-3-3^ CliljJiVl 6 

^Iaj V Cln^k jb ui l^c. ^gJj ^Jauil ^IaIj 

^j-saSl ^ui^\ 

J\ S^V "u^ul! Jj SI3U*" jjll jja >1 £i\jSy\ 1 Jz 7 

.iiL-aVl SliUJI 

^gi Aji.'iVuii'i ^£1 ILjiiLo Word Jaflil ^.1 .Ai!4lc. c lj AILuiaII Iaa iai^j 8 



A Aual j (j^aa 

^3 A » AIluiajI (J^.Ia Lq ^Ja^A ^11 cAAj-^a] ^ i^_y^ A^C. 

^3 A_iL-aVl ClaLo ^1 xa]I 1 ^gJliilljj m < alHa-A ^ ^ ^ jl AiLuiaII ^jA^j J^Ia 

L- nil xjjVI l!1Ua j ^glnlAC. ^j -0 1 a ^ ^ ji ^jJa ^a 

A a A all (_j-° "3^ (.3-3^ cllj^AJ d l ]A_9j_^al^ ^aJ L^aIa^-LujI ^j^a j 

M ^aa M AJalLujj j ^ la. jail jLqJI ^jjaJ^a VhmI jl 

^3 S^jjAa jjl tJllftSI cJjfuJ ^gAc> _ ^^g-uil—ja** djIjAVi 

aja^JI _^a]I d \*\\W jaiai; c s^xuj .a£jjaU ^^.^a]I d \~\\W L'li.w'ij ^ jsu Contoso, Ltd 

^cjoUJ S^)jAa]I ^aj)V‘un cIa! .a£ J*ai ^ qJa^A (_)43 1 g x ^ A_iL^Ia S^jSAa djlA^lat-A 

d \“\\W ^a djlA^lxAl! ^ djAak. ^ja SaIc.1 Sj^aaII djLo ^L ia]I 

.djfl j]l jj 3 j!il AjjAadj jii (j'A\ ^aII 
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(jja AiAa £-Aa Ala^ll ^ ^ JoiJ cJ-^C. ^aJJ 4 M ^Cjaij n ^lAaHml Ale. 

AK^il (J£j ^aJJ d'^j-aa" ^>«V1 ^l.^'u-ul -lie. U .^-L-aVl Aji t >> ^-q ^A C5^ 

,^}al £_Aa_^ ^Jl ^L-aVl Ajt_Aa^-o y^ 

<" \xA (_£A}1 ^)ksi\x II _jl dA^Lia" JaJ c M A_liiala]| M La '^ c ' 

(jl j ^lill Clj lle-i^aVL A-ajla ^)ia^)C. "^x-aill dA^Lia" C3-^ _^lL-£alj 

^ Utia A-<LUa]l oAA L flLVij _<i^-£al (_£AJl _jks-i\x \\ £-a J*buU Word £^-aL^)j 1 g .a^V'utij 

C!l!^)LiaJ! ^4xi!u ^ ^ A 1 ^ . ,^1 jjt \ A n n t \ 1 ^ 4 s\ f- 40 l ,--o 1 ^ *^\ ^ 40i ^1 \ ^jAl ^j, \* \ 1 *v 

M A_g_a ^]| Jjjjaijj AAjI Li^a" j "A_g_a JaLoji ^lAaluji M j " jAj-a<Al Jjdjailij Jal |AjjVI 

^ ^ \ \ 1 j'^'nin' aA^-uj^ A * > ‘ ) A Q la CjIjU^JI oAA dll ^ALS j A'AaAs ^<aj]l ^Ac- C-LLVf'j 

.A^LaAl u>a J j^. ^ a! 1 AiLauAi (JjjlAoJ V jl (JjjUaJ i**^ J AL<ol ^aJJ 



A q^.ra\ j JA^-a (_y^i c^11A£j J) 



, £y& AW^q (j-aj ^cjaiij ^a jSJ t^LiSl (jj^aAll ^A 
.AiLouAl (Ja.lj 



."^ua" jjll jja jajl d'^Ua" OIjjVI -k^ Jc. 1 

.Lesson03 caIjjI^ 11 a jlc. "^ia" jlj^JI 

."^" tijs jijl j Memorandum 03 cr*^' ^ 2 

,c_iLAI ^iL Word f j*j 

.S^AaII (j-o A_iuUJ^)ll S^jaill Ala. 3 
."^j" jjll jja Ju\ d'^Ua" CjIjjVI A^>i 4 

,‘^lxo A.JajjJ1^)H S^)aill .^j-aill ^U_aj ^aJJ y))*'' 1 (jj*^ L5^ 'LAiLuaII (_}I^ 

.s^)£aa1! aiLoix (jvlc.y "(jvlc.J" (_3 j^ i H <— fllo" a-<ajIa]| y& 5 

.UVI 3^-3^^ ‘^-iaall Ajluax ^)^JaJ 

m( ^3l^)C- jj jilt JJjj^jJl A_aK Axj AiLuAa]! A^l^-j ^3 (JaujV ^)J^)-<u11j ^a9 6 

.(jjj y* (Enter) J^V' c ^ ^ -^ jJa ' 7 

^3l^C- yj j£ll jjja^jII A.^K 3^^ (jJ^ajoi Jal-cj A_laaj cA^)ajj 



j\ ^r >»'i\\ S^j-AiA-o A-ftjli ^IaAjxuV 

£__>*/ jLaJl 

^lc,j Ah<ll 6^V) 

"^aa" jkjl to j>^->‘i~\o\l ■‘Lftjlall 
jkjl t^j-aj ."^lxA" jl 

Ajjj ^3 _^a!I (j-ijl-ftil 

<-ajlall t _3 c ’ J c5*^ 

(_3j 3 ^)kjl toj>Ai-*>,all 
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J3 1 ' jijl CjIjjVI -kjjx; Jk. 

'j*. j-ftll lLi^oIL A9 jxll l^u-o ^ I jaJJj (J.L^VI .iVu^ll ^9 c jail I (Jlaj 
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^LelaJ il^Vl 
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4jc.Uua.YI ujlfcijtJl 

JUeuYI 4^f“* ^*"3 jxluUui .tliLo^aJJ ^u3 ^jS UjjS iCoiltOSO, Ltd. J'-iuail ^oiS Jl 4SUia| 
,4xUJl LlilfctaJl JtuaiYI 1 ’'i; JU^uYI 4£ai l _ s Je< ^ Juia joi ( _ 5 ia 4*jlS 4jajj jji- 4*a*«j*£ 
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1 ag j*z T j 1-. ■ ■ ■ fl^uT.O arc 
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1 jliici 
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."j^lll xjljbi" Jjll Jji J»j| 

.(Jj^alll allljUi. “LailS j!la jai 



jJUAqJI Jh|...i.iJiJ-I IsLfcHjw'^l 


O 


isL<kj 1 fl jj-iwjl 


H 


xU - ^Jl |jjt-i.'.i.OJ ijji-ilJa.0 


0 


jaiL# ijdijJI 4 ^-Lc tliL jl 


0 


. . . j 1 IsH>j 


^4 



^ . u - a - U jj9 jiil 

. 1 0 jjll iaAjl jjilij 

_ lIiLq jLlzJ! L jzi Jjjzdl-i l.'i.i ^ill 4_*jl jll i jiill a.'..~a. 
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(Delete) ‘-*■^1 -ki-Jal j jjll jjS jijl tlllj-lVl -iaJJ^ tj-lc- 

.^LiVi j- jUii >uJi <ii jv 

. "<.1^1 -all" ^ l^JLaJaj ..1'u.mAll ji.l.i j>a ojiiaJI <11 jj ^ajj 

. (tliLo-liJI <-<ajU j..o ~.C- jiJ^ ^-5/ jcjjji// yjjuasa.j// <.aK ^j-ll 9- jlall jlaajl j j jijl 

1 j^Vl -laJ^uj ^_gic.j (Enter) (3 -^aVI ^IuLg JaauJal 

."3*-^" j3^' 3j* J* 

.CliLaAaJl 4-a jli A*J AjAaJl £*Aaj-<i]l e^all 

till j ^jiialuxJII iJUc'ili^LijI l^iilx: 4£_jAil Jiivi l l^ tM. -V. ■.'■ill tiiLkijk.il ^jJ3j_o jIajI ^Liii'il SJeli GontOSO ^Lj'i l_jiaj_a 

j^uiLui'^l (J^lstil ^lalJl (_J-a*Jl uV L>°^ t *‘'l'>^/ v ^l j^iij tliLtlskJl j SjSjxJI tj_ji^jl ^'iV’ij AjjIsJI Sj_Q3»Jl 

.j^lalil (jjj-k'i LS ^ ba^Lac* S^e-luiA 

iContoso, Ltd. ^1 tiila-isAli 4-Ali UJ 

4^iq-v ..-'ll .'ilyl.V.-iVI 

^aUtil A^AAc-^l tlAl .-.-k il 
yjju-ljl _j ' | l - -•*> --■ o JL j i " i"J. ■-.— 
jjallxdl ^_jjJl 
Ak-oKil tlil-lA.*^! 
yiajl*^kil j (jlajjaJl 
t—ujjl ^xSl ji^, v UiiuJ 
jyJoijI tliliaiJi jljcJ 
tiilS^)*ioJ / c ** ii s ^i s ‘ )j y jt~- *i ‘ 

A*-. 1 /isV I 

^Ijfcjijill JJJ~ai!l 

^j^)Jl jl 303-555-01 20 ^SjJl (jL^J^I t-jjSbvi .(jiuj^)Jl (Jjl t-ub ly^juiSlA. jujiSJauiib (Jx^jI djLa^isuiil (3-* 
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4j^jj jgt- J ujiui^a£ (J-kStll (jLuaj*^l A^un ^ui3 ^Auum .tliL-libi ^ta9 bjjS ‘OoiltOSO, Ltd.. cJt-ojI A^iui ^xto9 ^J AiLtiaJ 

tliLolkjl (J^-k"nui ItioU-aS jj^l ij-«J _ J wil*jl tl)U^lx!l ^ jUialuiAi (Jl > s\\$ I < yl . .->31 1 A 'Nun ^Jic yrJUl* jjSjj J ^ijli 
_Ajil*ti!l 4^Ialo wlaJ <•> i ^clfdl tlilijlidl yla^i A^ilsil SjjiaJl till j tliLc^Jl ^ct- J iai. JjSjJ I 
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."W jjll jja jiil CiljjVl J=u>i 

it ^Jtjll <>al^luV Hjlio ^iUll l^j 



12 

13 

14 



15 



0*2] JJjaui JalAui^f) J ‘ -AA ' rtl) 






^ c LilJa^J ^ jflU JaLfljoiV3 c_J^LujI ^1 

.UKl' i^jj L_u]LujI £a ijLaJ! j ^al.W'uul 

tH 3^ (JX jLJl ^^3° ^ J til ^ UamNflj t__i^_uill 

.AjA^k ^3 ja AjAaall < _ i-\ joij ^3 t^ioijVl (J a jLJI Jait »>> ^)aLujI j A.W 



JJJ-LL&£]! l1)L±ujLuj) 
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.AiLja-a j (jLi] L_l^_ua]l ^3 



. J-alfUb ^ixuill JjJiaJll jc- ylj&JI ^ A-aK (joAJ f^c- .ipabll A^Iala l3j2 

e ^)-uajVl (J*1 jLJl ^jI^aLjAj JaxjJal j .IWaII (j-sajll (Jj^S ^yjiyA £*Aa 

mL yi jLJl ^jaijj-a iaa la (JaiaiLui-o 



i_I_il j S ; 'iWm i'.-.i! jLict'ilj ^Lall Igiale ^_jct 4 £j»iil Ai.tj tlgjCLaxi otll t*)1 il ^jJSGj jIajI ^LuA^I adeli Contoso ^Lu^i I j 4 »'i j 

^3 yUlstil ^jA j^jlaSxJI y^udl ijb L>°^ tj^j. L>°^ t*il>1jV>l <^jij j^ill ‘ “ il II j SjSjxJI ^.oVij 4j!lx!l Sj^aJl 

L 3^kj L5 ic- li^Lae- SJc'lui* 



:Contoso, Ltd. ^ bjla LJ 



4ji-m-ill ^IJ.v-vjI 
‘LaUdl A^kc^ I l - i v J. .- -. il 
jJ > n .-i SJjj ■ - "i ■-.■* 

V^J -^-— 

A > ,-»1 ^ II 



JjjJ jjc- J 303-555-01 20 <*§ jJI ^^Jc- 1 $j JL<aff$l td^«j .y^ jJI Jji 



(jojUJI j(jijj*!l 
*3l ju. vLuxjJ 
jpAiiil 1 * il jljc-j 
/ t ^jLuiuj^Jl jjjw-aj 

A f- 1 -•■"'•> V ; T I (Ajlfcl*Jl 






jjlj _auj s AjuijL yp-ajl diLojus-ajI l _j^, Aj j^Ju 
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Ajaajj jjct- Ajjiujj^S J*sdl ^ yjL-aj^l 4^j*i .<AjL<Aiii ^ui9 ^13 ljj^)3 ‘OwitOSO, Ltd. cJtuajI 4 ^aui | »ui3 

J uJjilui<, AjLcA^jI i_j .' r.V. 1 ■ ---A jj^l iAjlfclaJi ^ jLiaiui^j yl ■ I (_a,^ i yludj^l 4(u'i Jllc jj 3 ju ‘LojII 

4 ni l -J J'-' 4 a li *' .% f. 1 -» ‘j ^ . 4 ^ 1 » ^ 1 yjta-* ^3 4 ^1 » j| S . N j-v tl tAjI j . " i l ■•.AA. i l ^r. .'i jjBjj 



AjI^J JaAlbl tJaiLoll (JjJalu^ftllj ^ l^jaiJ ^3 

A-<ul3 y^3 ^)Jaj_u ygicJ^ 4j‘l\j.^-i !l djl^jljx^yi A^a1£ S^jjoiIxa "(J| h 



.o*jl*ll jj JJ^ 

. *3 jxli w u<ai\l Jill; 

."W jjSI JJ a jit i"^Ua" AjIjjVI J=yjA 

.iAaAit Word ^-^djj ^ji 

>L5 Jljit jjjiilt A^at.lVj^y Lk jiia L t^j J^Vt-kt 
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i * . <>\ 1 yy ^ ^ a\ 

(_yi jLaJl .AlAVIj 



^ j'^aluijLi J aiuJal j AKall 0 u£aj]l 
^Ac. Jai_Jall ^^3 j (_yi jLaJl 
^5 jA\ A_ia_uAlj 4 Ctrl 

AjA^JI 



liA J»i]U l g u , ikn . i t ^1) "Windows 2-liaU."- juJasU. Office XP 5^4 jj ^^"“0 
s ls^ -^'j 4i A =^ dy_p-i "Windows u^4j .Office 4Ja2La,j (j- jit 

toA^ljll oj^ilt ^k t j , * r 24 (^t (J ■ La jjjkj l ^ Ak a "Office 4 last. Ik 11 Lai ^oA^tjil 
L>qa tj,^,.5a jaj] ja^/l jt < - ^ - 1 '' 111 ■ ■ ^tl ^jt j L A. 'a tt oLi) ja yt j ■ ad adjkaJj 

a ji jaajC. ^it ^llaAuj lilik] j > M 4_la3LaJI" ^it tjkja Aiaaal jt 4 -S . .■ '> jLlt J ■ tt 

jCiljjJiaa (jk jc. adjkaJ "Office 4 -ia3Li." ^4-ail 



aal ’iiiki "Office LLaU." jijjj 
Excel j Microsoft Word 
.Outlook 2000j PowerPointj 
FrontPage ^ sjja.ja jy lysij 
J! V 2 F“Ijj -Li as 4 J 2002 
.Office XP 
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O (re o-, i) ▼ x 




;q g.^>l I >^kJL£- ._ 9 g 3 >iiJl 




<_999 <LaL>\l IJxd) p L^joJ I sjj* d 
gt ">!>Jej" oj>J\S "Office g-k^L>" 
• yjJ^O Ctrl+C h-y .s>\ 



^ Ci Ij L_> 



03: ji) oj^jlSjvi 



11a 111 ^) kd ~* Ixll ^_y& ^jAa ^j£l ji 2) -0 la 






Jji "iLkaUJI" 



CK'J*- 1 



4-lL^i 



J*J < 



(^J£ iSj"^ .'J) .cl iLlLnll ^_yA ^)^.l i . jl (jc- S^IjC- ^jt.si\x \\ 

i jj^k II 11 a AjII ^ £t>aLl^}21 jj 



lU^ ^ic, ji ^jaii Ale. \Vi\ q\*< "a J aJ (jl 

^al^-all C-3^ 1 til 1^ Aj 4 jLi^Jl IIa (JjjuAj C-fllfljj AJU> C5^J . I*^-J ^1^11 •il^C-] a11^> 



/'jjj^j" a-gjUOI "Office AJaal^" IIjAj "AJaal^JI" 

^>uil LqaIxjs j ^g. ,k«oM . 24 dy ^)^ 3 "Office AJaaL^" 

A ha\ -\" ^ (JjVl ^-^-1x11 (2Al_aA Aj^j cl±l£ 111 LaC. AllLuA aJLojj JaJ 4 25 _J' ^" sm ^ 
{JaL^Ij 4"(3al ^a' l3j£ ^>liil aJU. ^gi j _A_]aal^JI Aj\_g_l ^1 aja^JI j>.s%\x II Aal_Aa]j "Offic© 
l^_ia ^ ^glll a 211]1 S^>a]I A_kaU*JI ^ (JjVl II llllllj "Office a IaaI ^. i ' 
c-lAll** (3^® ^)llil aJU. ^ Lai .ajA^JI ^ks\\* 11 AaLJalo A-kal^ll 0^Ll^)j ^1 2>-° ^j-^Ic. 
^ J& "Office ^ iaal <_gJI 4I g ^-uib _j v ^ ,<rL AiLAal ^21 2^ ^''^oVl 

^Jaj cl^° Wi 1 ^)j-aljatSI (_y a3 jl ^x^Ij "Office A_IiiaL^. M A-^Luia ^jja^jj 

^JJaj Ax 1 -n x>ll j^UxJl _a_i!1a-q "Office A_kal^. M S^-o aJLuj ^)11 till 

l ^ O ffice XP 2^' jj 5^ "Office <t>aC' 



.ciLAi jjjju^ll 

_ M AiiialriJl n (3^1 "cljl^l_i^ n l 3.J^ 6 "Office A_laaL^. M l^j (2-^*1 Alj^Jall u>>\ 

(^ya£ Ale. Lt jL ^ tj Office aJziSL^. JaJ ^jl y *v I \ 44^11 Jaj ^^lil A-ajlllI clil^Lli. ^_yA 
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.Office ^ ^ ^ ij / ^ aj ■ -- ~- • ■ '' jl j j ■ <alc. 

<-_]^)i]lj Ajjdljddi] ^aJJ L ffxjL ill -lie flj-jl L-J J$ <JLsJi yLgJjl jl_liza.l Aic. Lai 

dlli£ i ilj£xj j .4 -s . nl jl j . V - l^ja s^a J£ ^ Windows O' 0 

i j* j g) j-^L? ^jii ^jJlj "jals-ail "Office j * j jf$d=>l" jl£il 

ls* ’^-J^ " a M-d l" I^js ,jj£j Zj* [j\ ^ _>aji! liA (_^a jc. ^jjj .Windows ^3-* 
A_laaL^. n ff ff I iiA j &5 Lj. j- j-a l^jij aliij jji_i c^ii£»ajj .Office L ~~ '■ Q '.' ^-'i ij 

."Office 

L^LaJU Office ✓ 

Office 

f l^JI k.yi> <*Jc "Office 

^yOuJI <Jb£- fU-oJI <JU)I jU-b.i 

"Office aJsi3L^. m 4_^JIx-q 4-iS-i^ iSjfij M AJa9L^JI M 

\ g "s. x uaQ j aJoSL^JI 6SJ^x!1a]I ^L^al. \x.\l 

."Office ^ciaaU." (jja Jk jl 4 n jjj^j" A-ajU1I ^ 1 

."Jfll jl— " jjll ^ja jiil 2 

(JiJj ji l.g.x.^ ^-aUc. Aji ^_ud-<a 

UajLhJI ▼ X 




, J.SJ I , jj-.il 



,_LSJl 1 jt_ , _ , j_*: 1 



<✓ 
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<— alall ^ ."^ia" t_3J^ Llllj-iVt ^ic- 

."jua" (jj3 jiit fj ‘Logo 03 ^s-a^all 

.^iLill juij Word fjij 
.Contoso, Ltd ii 3 s >j' 

. jl a . Jd l -aJ.a.ro (^ic. jla.JI.ll ojoij-a ClAju^yi Jg.j-V? 



”£^" JJ 1 ' OJ 3 ‘"y^Ls" CjIjjVI -kljai 
iaJ^jJu ^ic. -LiLill J^. jjj da£ /'A-iiaLxll" ^ •IiLuiaII (_j>a jIajoAI ^Ujo 3 ^aJJ 

^gk ^)9j!La ^.Ij jj-aio A^.jJ m ji.s-x\x.W £\Ay \ ^gAc. (JjLj ^al^-all 

[\t &+ 1) UttLaA 

1 

. Jk-S-aC- 



_ jLxjoAI AILolq Jl&l 
d \-\.\W AlLuba ^)lxdll ^ILolq ^aJJ 

0 (Y£ iy» 1) <I»3U ▼ x 



JiLlI £TJjOUO 



p. JSJI ^ 



loiLaJJ >OjLC. l 9$9 >£il 
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di2*ai! .ijluix (j-a S^all 4aW\a ^gk ^)lj| 

. JL^jVI 4 . £ld jxjm3 ^jJJ JJLiJaJ - J i Jlfj 
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."o^a" jjlt jja jajl ("^ba" CjIjjVI -kij-i Jic. 
e ja ."Office jaibj .XV,‘u*i.a.\l ^_ya <11^1 

. jVl ajj-aic. ^ "yiaUll" 

C [YE a* T) iii3L* t x 





IoJLJJ jjuaj-E ijiy3 jiJi.il 



JLdjI '3j._i_.ii p^jjj3 ijJJ oSL-iJ ®"l 

£*£9 Lijj^ <. Contoso, Ltd 

, . . Ji_LO_'.'J.;_'.'J , O LCO.-dJ ,ij_'.'J j 
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(Jl jet'll ASmjJ AjI^J ^ ^)kjl J .llLai-oll ^gic-V 9 



. Contoso , Ltd 

,(JLjjV (jljixll Jail c!jIj-q ^Loj (Enter) ^ULo 1 0 

AJaaj AiLuaII ^IcJ \ \ 

.jlxxill jx^-a fC. (Jjj^ ^)kjl ^AMaJl" ^3^ LS^ 12 



Ijj jail U ^) . tliaall CJ ioi jVl .Contoso, Ltd 

(.AaL^II L Ax^ILq C^-oVl 

(jljixj! ^loi g-jUll ^ 

.j=^ £ J* ^1 jjV "Enter" J^V' lai^l t Contoso , Ltd 



13 
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(JtaMI u u 



.IgA-L-ui ^aJ ojaiil t_3J^ t"Ajialrail" p ji ^ 14 

JUJ*ua 11 (JjVl ^laLail (Jiujl o^jaaJl ^ '>>! (4i 



Microsoft Word - Brochure 03 |L||g|[>< | 



wUjJxj jlLj JjJ* wljOl 



J[j0j jijt J-U * 



!Di£H#&£'a9' 



1 <? *n - 



% es n si = \* 



IT 5S1* ’ ® , 




iQ tt /XOJI) <U>>jdl T/ 1 1 T 1 ~ on 1 q.>.a.A> 

,"J£JI jjlt jja jij| t "4iiaUJr ^ 15 

.”&)&.}” j jll jjS jijl ("-UaalaJI" *> tr U ! JI <jjkll 4 jjI jll ^ 16 

."AiisUJI" q> JUlc.) (4J 

JitoJ "W j jll Jja JLI ‘"cr-Ua" CjljjVl lyjai ^ 17 

..Ii.Uja 1I iaixj Word f jl; 

-ls JIj 1I jj^j-oall Lkj!iia L_lUll iiira.1 



(jlc- iaLftjVl Jjjjfrri 



l" w \ j i , n "< < Ini q‘\ - v ^ i \c~, cilAC-Liaij^ AiIuiaII > n Vi Alo dl9^]l jyt ^ \r~. JsLaj^I Ar--t > Vi 

^ tiijl (_pa^)ji4l C(JI!1 aSI (Jjiuj < - 5^ c ’ .AaII^aH CIjIAiLolaII (jjj iAI1a£i j AiLuiaII (_yi & j 
(jjillj A_iC-^)a]l aAA <jj£j (jl Aj^jjj .SAAxja A_iC^)3 jjjlic. ^ic. LS ^ " x n ^ c-LjojU 

^ic. CjIjL^. aIa^J-uJ <_ja VAj 3 ^3lj (jc. t qVW a 

*L2ij) c!lj^ AJ t AlLaLAll (jl ^jc. 4 _Aj^J 1^-iS ^a j£j S^)A "^^g-uiUa" dll jA^l JaJ^}d 

_Ja-<u 

(_jlilA (_£ i ^I^-q ^ j c^I i^a j t J^ia ill ^Uljl ^xj 

"JaAiil" ^j^aI] xrill ^ tJaAiSI ^nlaJ 4_1 a IAjj ^ji AiLuiaII 

^aJ (_£Ai! JaAilU (JjAxj cAHa Axj ^aJJ toAj^jj ^aII I^a ‘ ill 



<■" ll i^ya 4X- jAa-a jA Ja^ull 
^ ^^.*T . m ^>\ 1 ^ ^ixALlll 
(j-aill ^gic. Sj^xIaII o jjA-cJl ^jiiinll 
.Sia.1 j Sjiai. 



jjjjmSJ! iJjUuiLuiI 
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jjjjlj j tyi.iw'B ' i ills (_3 lijL, liliC Word 5 ^ ^ aja^. i H a i' -p ^Aa Aic. 

^3 Aic-j .Aj A x^al All AaLaiVI Ae. jxtn «q ^Ac. (_£ J>“^ J 1 Su>i<a Lalai<Q 1 Alima e_Alilil 

dlLaI£Al JudA ^aJJj ."tfAlfi." ^g-<ajujJ ^^dal^ial Jamu L_fl^}^.VI aIac-I ^U i^jla AjAa. Alima 

^jj U£ tAAaij 12 ^AalA Times New Roman JaaJW 

aIa^Loi^U 4 1 g la aj^Ij iJaLoji A_maa. ^Ac. "Normal" i * T -AUill jp*^ i . 2 >ajVI 

^3 >.'s~\yA ^ La^ ’’JaAiSl" A a ilill ^3 <- ‘ ° "'" *— jI^j^VI AaJ^m ^Ac- JatajS/l c-Loml ^)3 jUj 

. JU1I J1AA! 




fc(JtAa]l (Jjj > i' ^Ac- _ AC-^joiJ (_ > }-aj]l ^Ac. SAAxAa (^^luLii dliam ^uialA JalaA^I alAaUml tAll^a-j 
J tin^AI Jjlj JAUI AaiAL AjU^Ij jluull J) SlAl_a»aj (__)AaJ^)C. (JAa dllam AjAaj tAll£m j 

^aill jaflS JAa. a Aalj Jaaj ^lAaAml (J^la ^ya dlS^ll (_>^ ^3 d)L<iuAI oAA ^JjuAaj lAli^aJ 

("Aa^ull" £j^)a]lj (__}-alaAl (Jixu^U mil _J^jl t "l3.. u * 1 ^" t — J lj^VI AaJ^m ^Ic-j A3^3 ^)kjl jl 

J£a C(Jal£]l_j c>^3 ^Ac. Jaaj (J^nAVi ^3 due. j la Ia]j .AmiAalml Ajjj ^aSI Jaaill JjjS ^>Ajl ^aJ 
AajUill ^3 Aaa.il' ^aul (_3^ ^ co^mII oAA ^3 (j ? I ^3 ^)ku (j A-o 

^ t ,, j aA sir Adiiii (_j-a A- 1 .Q i AjAaJj ^^)ls ^Jajai (J3_^ Aaa \ ^uiaj Ldui (Al -q j a "Aa^jll" 
_AjJA2». (j’A\ Jadllj lAc.L-^a3 ^J^A^ t^ilA ^_yA A u^j (_^Ali ^aill Jaj _A_jIj£AI 
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0*21 (Jjj* « TT 



.djl^aall ^Ic. Jal < q 2' V 1 ^nlajj ^a j5j (jj^}dill ^3 

^dll yj^pill jx^i'tll A/aKlI j -IiLuaII ^3 (Jd_uV ^jj^ullj ^3 1 

_AiLuia 1I clH 1 S-i^^i dlLadkll <dl3 ^-alio <Jjl ^>.uaj 

(_3_^S ^)kj| ^aJ "Jadll" £J^a 11 ^-uill (_3_3^ ^)4jl t l, ^ji*iVi 11 dilj^VI Jaj^d i _ 5 ic. 2 

."3 u^ M 

yjyill ^j^a-aulr' J^IaII ^Ja^-oll ^Ic. (jp\ -AullraJl ^aIII (JgOiIaJ ^aJJ 

(JjjS ^}kj| ^aJ c M JaAil! n £J^)a11j (j-aldll (JLuj^/U ^a£-udl (_3_^ ^jlj ^jV'^ll aUo 3 

."3 u^ M 

.^-dlall ^ dil^iill <sld ^c. "3 (jl^ic-" ^jll c3^f^ 

.dll^iill dlddl c-lxlV <dilii]| £■ jld jllx tf | <^3 ^Lil 4 
.^Ull ^^a-idajull ^uj^)]| ^3 l>d <dilii]| ^Jai (jl 



J^a -v l A\ ijjl jl.iu2 x i) 

iadi cdddi 

* < 

jjjpijj'l jdlua^, Sub j lIljL^ 

^LualiJl dj'laik dM 
^jlajln-J'l q jjla q j )j«j'l 
L-ud £Jl y. f.biu’l 
i^liaSJ Jlitl 

y> ^ c 

Cl^Si JjZii\ jU' )\ >il >ii juJ 1 ! J)M L <fl5 

(j-o S^ldVI S^aill ^_^3 JjVI ^a^-oll <j1J!j ^3 ^)kil 

jkjl ^aJ "J-va ill" £J^)a 11 (JixjjU ^-uJl jjjS jkj| t^nul? 1 dll jjVI Jai_jd 

;i ui^"^ 

.(J-oldllj fi^ill iadll (J^ulaJ ^aJJ 
A^nlaJJ d u3 (_^41 I ^Ouillll <11 jV n £^ljJ M j^)ll jjjS _j4jI Jj3 ,f dll jjV I Jaj^>d ^^Ac. 

.(jVl 

_ cdd jIxmJI (j*Q -b^Ui/diUxKl! t.Vinu^l (j-a o^d-VI S^jiill 

^_^3 jkj| ^aJ "Ja-dll" (_lsjdj^U ^joill jjS jkj| t" J^jAdV'i M dll j-^VI JaJ^)d 

."3 u^ M 

S^ill (jjJjlj Ja^3 J.W.all (j-aill ^Jc Ja-dll ^nlaJ ^ad 



5 

6 



8 

9 



Cj| jia Jo dldVl ( jddl "jl j£i" 
pi i d Q 'dlLi Aiddl j_gi ,VWi o^Axd 
Sjiall ^ Ajjj dddl Wij 

jl A_il\di) fijiall ^jjS jL\ ^3 jVI 
.F4 jl Ctrl+Y dx-Jal J U^^a. 

Aij^Jall oiA ^l,^'s‘*nnl J^liull 
.Jadll Jjj.'d' qa Vn 




JJJJJaS]! i^lUulLull 
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‘Uajli (ji ~',c. (Jjl i ^jl^C-yj jdll ^JjLL-ra 'll! ‘V.oKlI M (JI" ~ ~ ^ 

1 "Ja-ajll" 

Aiulaoj C1 ia 3 ^J-L.a.yill <]1^}V L3J^ ."^jP Clllj^Vl ^C- 

.rfi\ 



10 

11 



12 



."W jjll ji jl d'^U" CjIjjVI -k;>S Jc 13 

.^AUjiaII iaiaj Word g-ad^J f j3 J 
.JUll ^3 ‘CaLl^.'u.uV Lkjjia l yl^ll i^j -laira-l 



^ ■ ’"- i rj ^ A ^ 

♦* 

4£.U2a]| Jj 3 4jjbca .1 v^"'...l 4_ilc. Q 1 11 AiLolaII ^_^a^)xl 

1 ^ ' ' c~- 1 j , \-% ^ <f*~- 4 q t l-> n ^ ^ Ml n 4 r.1 \ I-<\ 1 A 4 ^ ' 1 » * ^ 1 I-a 1 

1 ^xS ^jli _ClA^_L-£a]l 

M <£.lola]l 4 nl x *" ^l.lVu J (j-o ^llilljj m 4 £~\ jjall $.|^}^.j cJ^S 

■ L3J-3^ J^iuiliil CIjIjjjxj 
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_*Cic.Ll]a Jja IxiuLa 4_ilL*-AJ L5^ 

.'VULII Ji jjil jja j»j| "^Ua" CjIjjVI -kj>l ^ 1 



(LjLk) Microsoft Word - Brochure 03 



w—j-jj r_o-» _£i g 

m g]B m s« • [jg »ti □ m i>? , 



wUJ*J jUj! JjOa- wljo! 



£b J J i>j£ XJZ? 



116^ 114 1 U2 I 






*WIlJ£L>!I jAA^^^I^iAoiljAAtfiMi;^ Vj»»« 4. (It Coitoso. [Id. C— c 
/jjiliiJd Joa'JVJ Jj* .Ij'JI i** 

iM^Ml as. ViHiWi/41 .Cjaiy! ClA^'S ii 

J. b. J.I.^.-T.^I ul^&lli* r j J. 'J 1 [.-.-'‘j. ** 3. -Ij.-- |.l . -- I 1 . 1'-. "~ | i-.'. I ft ^Ouau 3j 

^^:2i^l^^^.4uuUlultlAl4£&J uUtL iBOi jil ll jdl 4*^0 AjArtl 
1 Modi 3 I l^I^Ia ulo dLao^IjiijM. djlio jum., 

llmoi B V V J4*0 ,liAr?' [j. fliAr'JI 4LS 33*33 .44*11 rlriiH ulotoil L ,Q J^u4l 

uX&Q t j/> ilo>*4l (>0 » jo ^ 



It-IOjJ Jxa^l CXoA&lAw 1 44*11 CJt'-'llJ^O ^ -i'l^ uLoio ^^ollio'l ColtDSQ. Ud,V Loi 
,io*>l jifiUjtt, Jaa^IS^ L1_*4*'J t ,o &»& 

Jo*iJii3!.fl*4ljUl4i4i4ts.LjAio 
. ,iai ®3i iao*s >*a 1I goi , 4kk Jii Vs i“odi [jsy 4H*oii 

y! ’I jj:’._l j ’ s ■ 1 T 1 41olll 4fc»0 yl pjL^J LjlioO v) CatOf O.Ltd. lld** 3 

■~JJ<A. C0nt0S0>aL4. >#0S ,T.! ,. : 1 A-4L, 4i4l uloiil^ 0 .-. 1.41 3jc *u I LilV* 

£*A» yill 4a*u*^ll uio^jdlj C4 £Aa)!I ulAlo «* 41 j^ll ulojo^l ^Ala JaA 4 *. 4 - 

4i>ll4_oi 3 i Aod uLoiloivJl ,4ai.4. ji. jd1., i.At.. -4j, 1 kr.ou.-j«o,A 
i& i1^1a*14*aa^I £Loi4l flij loll^lliioli Coitoso PH* f)*3 

iiii fc iV. ,1441 aIaLuI Js^l ilAAl^ijaASI aIKiooaaU Joa-jL 

r u4l A»oS,jA[aiAAii4-M u i u -lJnl J4J jO^lilo*!! ft t 



1 “ “T 5 <1 




I't i^Cki To >S_aj puuitt.T j. 



(jjS "SJ^sLLo d l 3 J^ t"^c.\aJall (Ja3 <jjI*-o m Clilj^Vl Jaj^d ^glc. 

di9j ^3 c_a*-£all ^3 

S^jxll (, 6.^lj A ‘vSUdV 1 ^)kj! 

”Ste\” jd M ^4UI J^a ^IjpVl J* 
.Ajlua-ci] (JjjLuJl (jSajxl\ Word 0 -°^^ (Jj 3 <jjl X sQ M ^aJJ 

<C5 iUll ^jJ^)-<ull L-flLall l.^j Jaal ^.1 



3 

4 



<LuiLuJI jX-o ^.JuLullI AjLujjj (ji <■ _ i>j 
6^1*1 >>ui\l ^ I j] j .IjA 

J^" J_^' cJj^ J^' tS 

/'S jl 1 1 



(Jj3 ‘GjU-o" ,Vn>».a 4x.LJa] 
"^UL" jjll jail 
AiiU-o" CjIj^VI JaJ^ui (_5ic. J j^. jaII 
."AtUall Jja 




(JL«»£V AjuUa *-. 1>J 





JJJ-LL&£]! l1)L±ujLuj) 
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kliujl 



(_£Aryl .Word ^aL^)J ^ " 1 *' *° <C.Ldal ^»l 

^JLaJl AILoiaSI ^3 SJ^2k,^All CllL^_9j_^a]| (JS ^)A SA^Ij A ~\ jaij Aol jJal M Ac.l_ila M V‘uJ 

Lai .(JaI^IIj AiLoia]I <c.LJa Aj^p LaAic. A^JoiLLa A<L^la]l oAA j m A AjJal^psVI AjoUall ^lA Vu*jL 
La Ijli _ M Ac.Lila M £J^a ^pa^)x]i ^ A ^ flAaajJ ^Ac. AaAxj ^^3 AiL^)la]! 



(J-^ 



A£.Llla 



A_aAi^A Ajulla ^Ia^IuAj Ac. 1 dall ji 



*1! 



^ja p A Ax A a ^jaJ 



AC-LlLj 






^ja A-jA^Hl "Ac-LJa" £J^)a ^^AiklLujl cAI ^ j cdjL^L-^all <_ja (JjLLaj AcLxLa ji Ah^ 

j Ax^I^aI (JaISJL AiLuiaII A£.Lila ^ja VAj cjlidl ^Ac. oAA 

,Ja^3 ^ ^sij A Ac-lolal H Ac.Lda H _jl ^2kj| £J^)A ^A^AjujI 



^2^11 £J jaj M Ac.Liia M ^)^ll ^AAAIujIj AiLuia Ac. Lila ^Ac. l_JjAjj i^lAll (jj^Aiil! 

L’oa SAAs^a A ix^aj A lA^ Ac-La^j ~ s ^ f-1 j, L 11 

."a^LL" jjll jja jfcl "^ba" caIjaVI -k^ ^ 1 

.A-bJal jAa^l AjuUall JLJ! AILuaII (JA aAcJ j AAijj'i AC-lpa ^aJJ 



. AVu ^a I I ^ja A jai^nl l ^ ^jlfLa ^ jAjI 2 

."a^LL" jja JL! cViL" AajUII 3 

_ M <b^LAa" jlj^Jl £_j^)a 




AxjUall AfAal jliaV' LtjUall 
Ac. Lila] £3 jaA 1 j‘il '4 Vi pjj 

_ JIjJi] jj jn,aMl jl ^ ->• ^j-0 CjljjluiAjI 
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."(jal ja" jja jail j 4.vL-a'l" jlJI jja jail t "CilvL-a't jlhi" Jaiall J 4 

. .'..YLaaail Ja JjVI 4ava^ill <o lala Jl 

. Contoso, Ltd -i ^ Jil sZu*A\ ja J jl 2 jaall 5 

."<eLh" jja jail t"UL" 4-ajtfll Ja 6 
."<cUla" jljvll £jj-a Jghl 

."Jaiy jja jail j jUJI ya jiil ^'cjUL^ll JlLj" Jaiall J 7 

. A~lra.AH j-aall <clja J 



<jjj ji5l (j^Aa 



jaiill a" l\ am ~l l-a'i. .il 4 _isljS ClLalxJj _ (J-aj Jluiilij ^jaii L 0 j£ Jjaj^ll ILa d-LaljLJ 

'' il J s -v ~' ^ a ^ I i, a la \ ’’a t Lai -v I I 11 j ~1 . ■ 1 a t 'Oi^ j a t a i .^1 ^ J^lll ^ J j^S ( g j 1^* j at r J~1 .. 1 1 

ja2 Alluiaall 4 i '1 a a j I a aj'U'ij JaLaiV I al IvLual 4 jflj£ allalatJ niljj I.YA Jc. hLaSj j__a_la 



^11 4 'lf~ 1 ' L J 4x.l_lia]l 



iJLill ^jitj^ll Jl (JlaiiVlj 4jtjliLa]l a_l£.jj all±i£ lil 

."hav" jjll jja jiil CjIjjVI hujLi Je 1 

> alalt Jc. 1* jl jvl ^ Jill iJliljjjijll .ha vi Word f Ji 

.ciUI jhcV "jhol" Jja jail t "ULa" 4-ajlill Ja 2 

.t — oLaJI J>lcL Word 

; Jj La *IjJj c^j^.1 jHjja Jl (Jlaii^lj 4_atjllLa]l ^J L_icjli V Clii£ lal 

."hav" jjll JjS jail ‘"^La" CjIjjVI -hijh Jc 1 

> alalt Jc U jljvl Jill alii jjjiiill havj Word f Ji 

."(jplc]" jjll (Jj3 jail tWOrd jUal Ja ^gj-oall 4 jjUI <jjl jll J 2 
.Word jj-“Ljj (jhc-l J LaS i — oLall jplcL Word ? Jj 



a i W a a i l l Iv 

4> \ \ “'^ I a i i\i v. \ l i t vi, ^\ 1 JJC- 

£Jja]I ^^3 1 g "iC- Lila Ajjj 

t-t Ui. ^ 2r-.\ ; U\ _"^Ua" 

j')"ua)«a\l j jL i'c>-±JU~a 
(Jj-aaj jl ^ic. CL" \\ VaQa^»\l J Ajjj£ 

^ \ . >\\ . ||*I a\ \ 1 ^ If-- I ^l3jl jjJJ 

vl^.-v'u.tl j| CjX^Ull vl^.-v''a.ll \ 

jj^» (jUaj (_5-Ic- Jajuill 

I I \ \ , ii ^ a A \ . it \ , it'i a\ \ I 

^liji t»_u£j Ji ^V^.oj ;ijllft]| 
1,3,5 :JUl jajlijc cjUi^i 

6-4 ji 



jjlaJLaVI 

S^C. JaUxiVl (jjaflaJ cdj^aJ ^jjlLall kc~ jaa>xaj ^Ui-a jA La 1 

?A_ilLiLa juC. dj| 

(j-aill ^ja 2 

^j-a c^li^aJ L cAiLulaII Ax^lila (JjS 3 

?J-»a ill jA La 4 

^j-a -la^Jl ^huUJ La^-al^iJLujI (jLiill (jLiajjJall La 5 





JJJJJaS]! i^lUulLull 
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^"Office (j-a S-..~.?v-o e-l^aj ij^c. i j \'l^aj i a f\ 0 

?A„~s.A.uij (j-aaiil (_>-sa9 l-a 7 

?Word ■'iM ^ laj'ij-a ^IS jjj^j a?l&aj '— ijS 8 



AIgLAJI 



Invitation 03 0^1 .Word 0*^j jj 3^-d 3 W ‘S. jj>-^ ^! ll 0i>*^ 

aVuhaI I (j-aj Ja^uj joj ^3 .Part III M-> a 1 1 3^*^ Lesson03 ^ Aj^jaII 

S^jaxj-all <-J jj£a 20 JaJ 4 j 'll Ml S^jaill 2^° 

^3j ^j-aill 2)-° ^L^aJ/j (_jLo yJf (, m m ' yC-J^c dul ^^JajgJl AAa. . yaJ^jC- j 3^)3 (j_3 

.Garamond 3ak31 a_La£Ij ^-aMl ^u*Aj ^ Jakjj a J aai 16 (j-j^ 3 c " 1 ) ^ } ^^33 

AiLuiaII JaA^.1 .AILoiaII yA 2).V*^ ‘ 11 ' 03al . AHuiaII ^k-3 ^1 CAl^jis dj^ ^)kl (J^jl cl^iklj 

.Part III ^ol\ 3*^ Lesson03 ^VaII Invitation 03 

4 nl » a” AAJ^laJ Ada^)*_j (Jjj^aSI lAA 1 g'l/aAk'u J ^lill djldlLouoll Aa.1 ^lisl "2 

AiLuiaII n^'3 "jjSaH" ^aAkliujl ^S^lajaiAll iJaAkliuiA ^jaa! ^ 31 3aJ_Aal > ,, Ac.l3all 3^ 
"Act flail (JjS AjjIxa" J ^3 o^axj— aj^ AiLuiaII ^ i^kAl a3 AjuAaI 1 AajIaII ^AklLuil a^jx^-aj^ 

"CALuLij" CAIaIa ^»Akllujl .AjAlxll n <c.lj3a]l 3^ AAjIxa" AjaiLd ^31 £^^)1 ^3 AAuLaII q - i^a JaAJJ 

aILoiaII ^ S aiLq °3a 2)j)^"' 1 11 3^ .% hmLIa 3 jk3" jjll 3-® o^j31 aja^AI Word 



^£J Lk jSaa AiLola]! .% lull 1 a 3 j3a.l" _j3^ 



c* \\ q a cAilk IaJj ?4 cIias ^31 

. C5 SjSl "(jJ^dill" <AAkHujj 



^ jl£ 1 a) ^IjjAj "Office <3asL^. M 03al^ .1 g k m*n aHuiaII 3 -° SaaxIa djl^is aa^ ;3 

(_j-a j)x^i’3l c31j ( XjJa j L - A jJ^)J j)*^~i’3l ^cjoUJ dLcLiS a-Liai .^dll3 S^j^Aa 3l_iA 

(3j3 ^)Alll-J jSJ IaAjC- Aa.HJ1 djljLlkil Ia ?A-ojIaS1 ^1 ^-daj ^-saUxil ^1 _<Jk3l_^3l 

‘=\Ja3L^. M ^3 "3^1 3 ‘ 3 ik3l ^1 AklLoil C5^° ^1 ^l^au 3^^^^ xtill 

^liiLo "Office 



** 3 \ > n j3 l 3^~- L 0 L^ 1 * ^I^aII f - ^~*V L fll Alkil X ‘' 1 J 4(jdjAll lAA ^ cLia 3 Ail l 4 L 
3 3 ->^3^ djbtJ^A AjAaJil djUaUjjVl 33 
^i$a11 saUIojVI yA (j^Aj ^lili 33^^ <3 J ^ ^3^ 3^-^ l>^ 

3 AjJaII < 3 ^)xa 1 Word (3 " L " ^ 3*^” t ‘**^ <Q ^Akllujl .Word 0^^^ ^lAkHual Ak. Iaa 
A-kjk j Oaa ^I^aII c- 3^ $33-^11 13^‘lk a Lk^uj l. dkl . "3 .- Ui '"’ 3' *- *^3^° 

AjI Jai^. (jjA "^JJ^jl-dill" tillij ^>13^ A^Ikj C1 ia3 ^aII AiLoiaII 3-^’)^ ^3 .CAIj^aII cillj ^alAklujl 

.CAl ygiu 




